PHILIP MORRIS U.S.A. 


INTER-OFFICE CORRESPONDENCE 

120 PARK AVENUE, NEW YORK, N.Y 10017 


TO: 

FROM: 

SUBJECT: 


D. Be ran date: j u i y n, iggg 

Brand Planning/Barbara S.G. Weinstein 
Jack Maxwell Quarterly Report Procedures 

Attached is an outline of the procedures to be followed in preparing the 
Industry commentary and accompanying data tables for the Maxwell 
Quarterly reports. 

The schedule of reports and due dates coincide with the issuance of 
P.M.'s earnings statement: 


ReDort 

Due Date 

First Quarter 

April 

Second Quarter 

July 

Third Quarter 

October 

Preliminary Year-End 

October 

Final Year-End 

January 


We can discuss this in more detail at your convenience. 
BW/et 

cc: R. Anise 
T. Beane 
B. Neidle 
N. O'Haire 
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Maxwell Quarterly Report Procedures 


1) Memo 

- Due Date: Date due to Jack Maxwell coincides with the day 
earnings statement is released: July 19 (for 2nd Quarter '89) 

- Written by MRD 

- Similar to a Brand Share Report memo but more comprehensive, try 
to put tobacco industry and companies performances in a positive 
light. In the past, we have: 

- Included Industry information and discussion on: 

• Local tax increase activity 

• Tobacco legal cases - i.e., Cippolone case 

• New brand activity detailing new technology, target group, 
packing flavors and sizes. 

- For Company and Category data included in memo: 

• Use 12mm ending the prior month (i.e., 12mm ending May for 
second quarter estimates until actual MSA data is available. 

• Can use latest quarterly company estimates supplied by Ed 
Gawronski until actual MSA data is available. 

t Once MSA data is available, it is replaced in the memo. 

• The final memo from Jack Maxwell includes company data as 
supplied to him by each individual manufacturer. All 
category data is recalculated by Maxwell's assistant according 
to the information they receive. 

- MRD reviews memo with: 

• USA Executive Management. In the past, it was reviewed by 
Executive Vice President Marketing, President P.M.-USA 

• Hobie Millington - Treasury Department - he is key contact 
with Jack Maxwell 

- Final approved memo with backup data tables is: 

• Faxed to Jack Maxwell 

• Copies are sent to appropriate PM management 

D. Beran 

D. Dangoor 

E. Houminer 
H. Millington 

F. Resnik 

MRD Author - Director/Manager 
MRD Data Provider - B. Neidle 
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2) P.M. quarterly data - Bruce Neidle and Nancy O'Haire 

Nancy O'Haire is responsible for maintaining and updating 
brand/packing codes on preformatted reports. 

- Bruce Neidle is responsible for printing out report formats for: 

• Current quarter sales and market share 

• Current year to date sales and market share 

• Latest 12 months sales and market share 

- Data and memo are faxed to J. Maxwell the day earnings statement 
is released. 

If memo is not ready, fax data 

- Bruce and J. Maxwell's assistant (Ms. Marshal Hopkins) to review, 
determine inconsistencies and make corrections to data across 
entire report prior to J. Maxwell sending report for printing and 
rpass distribution, including: 

0 P.M. data 

• Other company data 

• Category data 

3) Distribution (See attached distribution list) 

- Hand delivered copies to: 

• Executive Management 
t MRD 

- Mail out copies to: 

• PM-USA, Corporate, International Management 
t Advertising Agencies 

• Field Sales (through S. Sabella) 


Source: https://www.industrydocuments.ucsf.edu/docs/gkkn0004 





A-.MAXWELL 
6/29/89 

MAXWELL GENERAL DISTRIBUTION LIST 
Quarterly Reports 


120 PARK AVENUE 7th Floor (continued) 


5th Floor 


C. 

Rubin 


I. Bick 

h 

S. 

Sabella #+ 

h 

M. Craft 


s. 

Troia 

h 

J. Durante 

8th Floor 

h 

K. Eisen 


A. 

A1iksanyan 

h 

N. Gurry 


K. 

A1tenberg 

h 

J. Isaacs 

h 

R. 

Anise 


B. Kohl 


T. 

Beane 

h 

C. Levy 

h 

D. 

Beran 

h 

A. Lopez 


R. 

Camisa 


M. Meurer 


C. 

Cohen 

h 

K. Miller 

h 

G.l 

E. Cofield 


B. Mora 


J. 

Cunningham 

h 

J. Spector 

h 

D. 

Dangoor 



h 

L. 

Easterby 



h 

J. 

Eibon 

6th Floor 


R. 

Ferrin 


E. Fortner 


S. 

Fuller 


W. Garry 


T. 

Garguilo 


P. Godwin 


A. 

Goldfarb 


V. Gong 


J. 

Greene 


L. Olson 


S. 

Jannetta 

h 

T.T. Goodale 

h 

J. 

Keppell 

h 

R. Stirlen 

h 

J. 

Lee 


J.C. Thwaites 

h 

N. 

Lund 


J. Woods 


A. 

Marrullier 



h 

E. 

Merlo 

7th Floor 

h 

D. 

Miller 


W. Berkowsky 

h 

B. 

Neidle 

h 

S. Bloom 

h 

N. 

O'Haire 


E. Boyle 


N. 

Parmet 


D. Bruno 

h 

P. 

Piscitel 1i 

h 

V. Buccellato 

h 

D. 

Potter-Dabney 


G. Chapman 


A.J. Raporte 


T. Costas 


S. 

Reich 


E. Egan 

h. 

T. 

Saloun 


L. Glennie 


S. 

Schreibman 


M. Mahan 

h. 

B. 

Schuyler 

h 

E.J. McQuigg 


A. 

Schwartz 


R. Medwar 


J. 

Scully 

h 

R. Mikulay 


R. 

Simons 


M. Murphy 


G. 

Smith 

h. 

D. Nelson 

h 

L. 

Suwarna 

h 

B.J. O'Brien 

h 

R. 

Tomei 


C. Reardon 

h 

B. 

Weinstein 


B. Reuter 

h 

L. 

Wexler 



22nd Floor 

M. Bring 

9th Floor 

h W.I. Campbell 

h J. Gillis 

h H. Maxwell 

h E. Houminer 

h J. Murphy 

F. Laux 

R. Snyder 

S. Lizza 

H. Long 

h H. Storr (2) 

F. Newman 

23rd Floor 

F. Newman 

C. Adkins 

D. Oettinger 

A. Holtzman 

h M. Serrano 

h F. Resnik 

h H. Steele 

J. Whitman 

M. Verscaj 

10th Floor 

24th Floor 

P. Underwood 

h G. Knox 

11th Floor 

100 Park fBv Hand 

R. Mannheimer 

Delivery Mail) 

2nd - R. Millhiser 

12th Floor 

2nd - G. Weissman 

E. Butson 

W. Webb 

13th Floor 
h F. Caton # 

16th Floor 

N. Treisman 

17th Floor 

S. Stopa 
(Library) 

20th Floor 
h L. Genti1 ini 

21st Floor 

6th - W. Smiy 


R. Souther 
J. Talma 


h Receives hand-delivered copy ASAP after receipt of first copy sent to B. Weinstein. 

# Quarterly, check for extra quantities required 

+ Mr. Sabella's extra quantities to be delivered to M. DeMarzo, 9th Floor, 100 Park Ave. 
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A-.MAXWELL 
6/29/89 


MAXWELL HAND-DELIVERY LIST 


120 PARK AVENUE 


For delivery of Xerox copies of first "original" 
sent to B. Weinstein by J. Maxwell 


5th 

Floor 

M. Craft 

N. Gurry 

A. 

Lopez 



J. Durante 

J. Isaacs 

K. 

Miller 



K. Eisen 

C. Levy 

J. 

Spector 

6th 

Floor 

T. Goodale 

R. Stirlen 




7th 

Floor 

S. Bloom 

V. Buccellato 






E. McQuigg 

R. Mikulay 

D. Nelson 

B. J. O'Brien 






** S. Sabella 




8th 

Floor 

R. Anise 

N. Lund 

T. 

Saloun 



D. Beran 

E. Merlo 

B. 

Schuyler 



R. Cofield 

D. Miller 

L. 

Suwarna 



D. Dangoor 

B. Neidle 

R. 

Tomei 



L. Easterby 

N. O'Haire 

*B 

. Weinstei 



J. Eibon 

P. Piscitel1i 

L. 

Wexler 



J. Keppell 

J. Lee 

D. Potter-Dabney 




9th Floor *J. Gill is 
E. Houminer 
M. Serrano 
H. Steele 

13th Floor *£ F. Caton 


20th Floor 


L. Genti1 ini 


22nd Floor * W.I. Campbell 
H. Maxwell 
J. Murphy 
*H. Storr (2) 

23rd Floor F. Resnik 


24th Floor G. Knox 


100 Park (Marked "Hand Delivery" and sent via the Mail Department) 

2nd Floor - R. Millhiser 
G. Weissman 

6th Floor - W. Smiy 

* Also receives a published copy sent directly by J. Maxwell. w 

** In addition, receives large quantity as noted elsewhere. 

Note: The following individuals are sent copies directly from J. Maxwell; 
therefore, we do not send Xerox copies (as was formerly done): 

* H. Cullman, * J. F. Cullman 3rd, * H. Millington 
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A:MAXWELL 
6/29/89 


MAXWELL REPORT IN-HOUSE MAIL-OUT LIST 
For delivery of Xerox copies prepared by Graphics Department 


120 PARK AVENUE 


5th Floor 

9th Floor 

I. Bick 

F. Laux 

B. Kohl 

H. Long 

B. Mora 

S. Lizza 

M. Meurer 

F. Newman 

D. Oettinger 

6th Floor 

J. Whitman 

P. Godwin 

10th Floor 

E. Fortner 

W. Garry 

P. Underwood 

V. Gong 

11th Floor 

L. Olson 

J. C. Thwaites 

R. Mannheiner 

J. Woods 

12th Floor 

E. Butson 

7th Floor 

W. Berkowsky 

W. Webb 

E. Boyle C. Reardon 

13th Floor 

D. Bruno B. Reuter 

G. Chapman C. Rubin 

F. Caton (carton) 

T. Costas S. Troia 

16th Floor 

E. Egan 

N. Treisman 

L. Glennie 


M. Mahan 

17th Floor 

R. Medwar 

M. Murphy 

S. Stopa (Library) 

S. Sabella (cartons to be sent to 

21st Floor 

M. DeMarzo, 9th floor, 100 Park) 

J. Telma 

R. Souther 

8th Floor 

22nd Floor 

A. Aliksanyan 

M. Bring 

K. Altenberg 

T. Beane 

R. Snyder 

R. Camisa 

23rd Floor 

C. Cohen 

C. Adkins 

J. Cunningham 

A. Holtzman 

R. Ferrin 

S. Fuller 

T. Garguilo 

A. Goldfarb 

J. Greene 

S. Janetta 

A. Marrullier 

N. Parmet 

A. J. Raporte 

S. Reich 

S. Schreibman 

A. Schwartz 

J. Scully 

G. Smith 

R. Simons 

M. Verscaj 
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A:MAXWELL 
6/29/89 


MAXWELL REPORT OUT-OF-HOUSE MAIL-OUT LIST 


RICHMOND 


B. Case, 

Mfg, Ctr., East Wing 2 

0. W. Dudley, 

Leaf, Operations Ctr. 

J. Frye, 

Govt. Relations, Shockoe Slip 

M. E. Johnston, 

R&D 


G. Macon, 

Leaf, Operations Ctr. 

C. Martin, 

Employee Relations 
Operations Center, AW-1 

D. P. O'Brien, 
Communications Dept. 
Operations Center, AW-1 

Amy Prince 

General Acctg-Finance Ctr. 

Bill Thompson, 
Communication Dept. 
Operations Center, AW-1 

J. E. Tindall, 

R&D 

Bess Walford, 

Librarian, Research Center 

E. Wickham, 

R&D, Operations Ctr. 

Leroy Williams 
Finance 


HONG KONG 


Cathy Leiber 


AGENCIES 


Leo Burnett. Chicago 

H. Adams (7 copies) 
P. Volz 


Wells. Rich & Greene 

I. Clarkson 
A. Weinrib 


Backer & Spielvoqel 

Norman Bierman 
C. Beck 

405 Lexington Ave., Chrysler Building 
New York, New York 10017 

OTHER 

David Rees Davies 
c/o Conboy, Hewitt, 

O'Brien, & Boardman 
100 Park Avenue 
New York, NY 10017 

J. B. Robinson 
Lausanne, Switzerland 

Floyce Harward 
Employee Communications, 

Cabarrus 

Denise Ridenour 
Employee Communications, 

Louisville 

James J. Morgan 
General Foods Corporation 

Roger Thomas 
Philip Morris (U.K.) 

Philip Morris House 
21 High Street 
Feltham, Middlesex 
TW13 4AD 
England 
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MAXWELL REPORT DISTRIBUTION 


Initial Hand Deliveries - Copied and delivered 54 sets 

Initial Mail-outs - Copied and mailed 108 sets 

5 sets as reserve _5 

TOTAL SET MADE 167 


Quarterly Sales Estimate Preliminary & Final Year-End Reports 


Mr. Caton 

10 

Mr. Caton 

125 

Mr. Sabella (DeMarzo) 

450 

Mr. Sabella (DeMarzo) 

450 

Our own Mail-outs 

108 

Our own Mail-outs 

108 

Extra sets 

20 

Extra sets 

20 

QUARTERLY TOTAL 

588 

PRELIMINARY & FINAL YEAR-ENO RPTS. 

703 


6/29/89 
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Maxwell Report - Return Address Labels for External and Orange Outgoing Mail 


A:MAXLABEL 
p.l Of 7 
6/29/89 

From: From: From: 


B. S . G. 

Weinstein 

B.S.G. 

Weinstein 

B.S.G. 

Weinstein 

120/8 

x3590 

12 0/8 

X3590 

12 0/8 

X3590 

From: 

B.S.G. 

Weinstein 

From: 

B.S.G. 

Weinstein 

From: 

B.S.G. 

Weinstein 

120/8 

X3590 

120/8 

X3590 

120/8 

X3590 

From: 

B« S « G . 

Weinstein 

From: 

B.S.G. 

Weinstein 

From: 

B.S.G. 

Weinstein 

120/8 

X3590 

120/8 

X3590 

12 0/8 

X3590 

From: 

B.S.G. 

Weinstein 

From: 

B.S.G. 

Weinstein 

From: 

B.S.G. 

Weinstein 

120/8 

X3590 

120/8 

X3590 

120/8 

x3590 

From: 

B.S.G. 

Weinstein 

From: 

B.S.G. 

Weinstein 

From: 

B.S.G. 

Weinstein 

120/8 

X3590 

120/8 

X3590 

120/8 

X3590 

From; 

B.S.G. 

Weinstein 

From: 

B.S.G. 

Weinstein 

From: 

B.S.G. 

Weinstein 

120/8 

X3590 

120/8 

X3590 

120/8 

X3590 

From: 

B.S.G. 

Weinstein 

From: 

B.S.G. 

Weinstein 

From: 

B.S.G. 

Weinstein 

120/8 

X3590 

120/8 

X3590 

120/8 

X3590 

From: 

B.S.G. 

Weinstein 

From: 

B.S.G. 

Weinstein 

From: 

B.S.G. 

Weinstein 

120/8 

X3590 

120/8 

X3590 

120/8 

X3590 

From: 

B.S.G. 

Weinstein 

From: 

B.S.G. 

Weinstein 

From: 

B.S.G. 

Weinstein 

120/8 

X3590 

120/8 

X3590 

120/8 

X3590 
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MAXWELL LABELS FOR MAILOUTS 

A-.MAXLABEL 
p.2 of 7 
6/29/89 


B. Case 

Mfg. Ctr., East Wing 2 
Richmond, VA 


M. E. Johnston 
R&D 

Richmond, VA 


D. P. O'Brien 
Operations Ctr., AW-1 
Richmond, VA 


J. E. Tindall 
R&D 

Richmond, VA 


Leroy Williams 
Finance 
Richmond, VA 


P. Volz 

Leo Burnett, Co., Inc. 
Chicago, IL 


Norman Bierman 
Backer & Spielvogel 
New York, NY 10017 


J. B. Robinson 
Lausanne, Switzerland 


Roger Thomas 
Philip Morris (U.K.) 
Philip Morris House 
21 High Street 
Feltham, Middlesex 
TW13 4AD 
England 


O. W. Dudley 
Leaf, Operation Ctr. 
Richmond, VA 


G. Macon 

Leaf, Operations Ctr. 
Richmond, VA 


Amy Prince 

Gen'l Acctg-Finance Ctr. 
Richmond, VA 


Bess Walford 
Librarian, Research Ctr. 
Richmond, VA 


Cathy Leiber 
Hong Kong 


I. Clarkson 

Wells, Rich & Greene 

New York, NY 


C. Beck 

Backer & Spielvogel 
New York, NY 10017 


Floyce Harward 

Employee Communications 
Cabarrus Plant, NC 


Mr. David Rees Davies 
Conboy, Hewitt, O'Brien 
& Boardman 
100 Park Avenue 
New York, New York 10016 


J. Frye 

Govt. Relations 
Richmond, VA 


C. Martin 

Operations Ctr., AW-l 
Richmond, VA 


Bill Thompson 
Operations Ctr., AW-1 
Richmond, VA 


E. Wickham 

R&D Operations Ctr. 

Richmond, VA 


H. Adams (7 copies) 
Leo Burnett Co., Inc. 
Chicago, IL 


A. Weinrib 

Wells, Rich & Greene 

New York, NY 


James J. Morgan 
General Foods 


Denise Ridenour 

Employee Comm. 
Louisville, KY 
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A:MAXLABEL 
p.3 of 7 
6/29/89 


MAXWELL REPORT 


IN-HOUSE MAILING LABELS 


I. Bick 
120/5 

M. Meurer 
120/5 

W. Garry 
120/6 

J. Thwaites 
120/6 

E. Boyle 
120/7 


M. Mahan 
120/7 

C. Reardon 
120/7 

A. Aliksanyan 
120/8 


Source: 


B. Kohl 


B. Mora 


120/5 


120/5 


P. Godwin 
120/6 

V. Gong 
120/6 

J. Woods 
120/6 


G. Chapman 
120/7 

L. Glennie 
120/7 

R. Medwar 
120/7 

B. Reuter 
120/7 


E. Fortner 
120/6 


T. Costas 
120/7 


D. Bruno 
120/7 

M. Murphy 
120/7 


K. Altenberg T. Beane 

120/8 120/8 


https://www.industrydocuments.ucsf.edu/docs/gkkn0004 
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MAXWELL REPORT 


IN-HOUSE MAILING LABELS 


A’.MAXLABEL 
p.4 of 7 
6/29/89 


A. Goldfarb 
120/8 

A. Marrullier 
120/8 

S. Reich 
120/8 

R. V. Simons 
120/8 

F. Laux 
120/9 

P. Underwood 
120/10 

W. Webb 
120/12 


Source: 


S. Fuller 
120/8 

S. Janetta 
120/8 

N. Parmet 
120/8 

S. Schreibman 
120/8 

D. Beran 
120/9 

H. Long 
120/9 

R. Mannheimer 
120/11 

F. Caton 
120/13 

J. Talma 
120/21 


T. Garguilo 
120/8 

R- Ferrin 
120/8 

A. J. Raporte 
120/8 

J. Scully 
120/8 

J. Whitman 
120/9 

S. Lizza 
120/9 

E. Butson 
120/12 

S. Stopa 
Library 
120/17 

R. Souther 
120/21 


i 
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MAXWELL REPORT - IN-HOUSE MAILING LABELS 


ktKKKZABEL 
p.5 of 7 
6/29/89 


F. Newman 
X20/9 

R. Camisa 
120/8 

N. Treisman 
120/16 

S. Troia 
120/7 

W. Berkowsky 
120/7 


C. Adkins 

A. Holtzman 

120/23 

120/23 

M. Versacj 


120/23 


C. Cohen 

J. Cunningham 

120/8 

12 0/8 

M. Bring 

R. Snyder 

120/22 

120/22 

E. Egan 

C. Rubin 

120/7 

12 0/7 

J. Greene 

D. Oettinger 

120/8 

12 0/9 


Source: https://www.industrydocuments.ucsf.edu/docs/gkkn0004 





A iMAKLABEL 
p. 6 of 7 
6/29/89 


MAXWELL REPORT - HAND-DELIVERY LABELS 


M. Craft 
120/5 

N. Gurry 
120/5 

C. Levy 
120/5 

J. Spector 
120/5 

V. Buccellato 
12 0/7 

D. Nelson 
120/7 

S. Bloom 
120/7 

R. Cofield 
120/8 

J. Eibon 
120/8 


J. Durante 
120/5 

J. Isaccs 
120/5 

K. Miller 
120/5 

T. Goodale 
120/6 

E. McQuigg 
120/7 

B. J. O'Brien 
12 0/7 

R. Anise 
120/8 

D. Dangoor 

12 a/8 

J * Lee 
120/8 


K. Eisen 
120/5 

B. Neidle 
120/8 

A. Lopez 
120/5 

R. Stirlen 
120/6 

R. Mikulay 
120/7 

S. Sabella 
120/7 

Jerry Keppell 
120/8 

L. Easterby 
120/8 

N. Lund 
120/8 
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A: MAXLABEL 
p. 7 of 7 
6/29/89 


MAXWELL REPORT - HAND-DELIVERY LABELS 


E. Merlo 

D. Miller 

N. O'Haire 

120/8 

120/8 

120/8 

P. Piscitelli 

D. Petter 

T. Saloun 

12 0/8 

120/8 

12 0/8 

B. Schuyler 

L. Suwarna 

R. Tomei 

120/8 

120/8 

120/8 

B. Weinstein 

L. Wexler 

Director 

120/8 (2) 

120/8 

120/8 

W.I. Campbell 

J. Gillis 

F. Resnik 

120/22 

120/9 

120/23 

M. Serrano 

H. Steele 

F. Caton 

120/9 

120/9 

120/13 

L. Gentilini 

H. Maxwell 

J. Murphy 

120/20 

120/22 

120/22 

G. Knox 

R. Millhiser 

G. Weissman 

24/120 

100/2 

100/2 

W. Smiy 

H. Storr (2) 

E. Houminer 

100/6 

120/22 

120/9 

D. Beran 



120/8 




Source: https://www.industrydocuments.ucsf.edu/docs/gkkn0004 




